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GOALS

● Understand the essentials for 

emergency preparedness 

documents

● Learn to create a pocket 

response plan

● Learn emergency response 

first steps

● Practice role-playing scenarios

Gain a better 
understanding of 

Key Themes...
 

Key Themes
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INTRODUCTIONS

Please share the following:

Your name, where you work, 
and your role
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ARE
YOU PREPARED?



INTRODUCTION TO
EMERGENCY RESPONSE PLANNING



Source: Museum of London

Emergency
a serious, unexpected, 
and often dangerous 
situation requiring 
immediate action

Disaster 
a sudden accident or a 
natural catastrophe that 
causes great damage or 
loss of life

Source: Museum of London

EMERGENCIES AND POTENTIAL DISASTER SOURCES



Managing Risks at Building Level

Northeast Document Conservation Center

EMERGENCIES AND POTENTIAL DISASTER SOURCES

External Hazards
● Hurricane
● Severe winter storms
● Flooding
● Earthquake
● Wildfire/Forest Fire
● Water Main Break
● Sewer System Backup
● Proximity to Hazardous 

Materials or Activity
● Terrorist Attack (or Riot/Civil 

Disturbance)

Internal/Building Hazards
● Building and/or mechanical 

systems (e.g., leaky roof, 
inadequate electrical system)

● Detection and alarm systems 
(e.g., fire, security)

● Personnel and procedures 
(e.g., inadequate backup of 
records, poor staff training)

● Maintenance issues (e.g., 
insufficient inspections and 
repairs).



STAGES OF EMERGENCY 
PREPAREDNESS AND 
DISASTER RESPONSE Prevention

Recovery

PreparednessResponse

Mitigation



PREPAREDNESS BEFORE 
EMERGENCY Prevention

Recovery

PreparednessResponse

Mitigation



AFTER/DURING 
EMERGENCY AND DISASTER 
RESPONSE Prevention

Recovery

PreparednessResponse

Mitigation



AFTER/DURING 
EMERGENCY AND DISASTER 
RESPONSE Prevention

Recovery

PreparednessResponse

Mitigation



Managing Risks at Building LevelPREVENTIVE AND PREPAREDNESS

● Risk Assessment
● Emergency Plan
● Determining teams and 

contact information
● Building Maintenance
● Building Systems
● Floor Plans
● Collections Priorities
● First Responder 

relationships
● Practice Plans & Drills

Gather and organize supplies
(Image Courtesy of Curae LLC)

Keep clear all paths of egress



Risk Assessment & Management

AIC Risk Evaluation and Planning Program (REPP)

RISK ASSESSMENT



Human Health and Safety

Engineered Systems Magazine

Life safety of humans always 
comes first in an emergency 
or disaster.

Plans must be set up to 
protect collections but only 
as long as human safety is 
assured.

Life safety needs to be 
prioritize before, during, and 
after emergency response.

LIFE SAFETY: MENTAL AND PHYSICAL HEALTH



Human Health and Safety

Curae: Managing Mental Health  in Cultural Heritage Emergency Response  

LIFE SAFETY: MENTAL AND PHYSICAL HEALTH



INTRODUCTION TO
POCKET RESPONSE PLAN



Building EnvelopeWHAT IS A POCKET RESPONSE PLAN

Pocket Response Plan™ PReP ™ Templates

“The Pocket Response Plan™ (PReP™) is a concise 
document for recording essential information needed by 
staff in case of a disaster or other emergency. Every person 
having a response-related assignment should carry a PReP 
with them at all times.”



Building EnvelopeWHAT IS A POCKET RESPONSE PLAN

● Concise version of a larger plan
● Can be more practical than a large plan during 

response
● Mobile, accessible
● To the point



Building EnvelopeDO I STILL NEED A DISASTER PLAN? 

● This is not an emergency preparedness or disaster 
plan- a full plan includes supporting documents like 
floorplans, maps, procedures, and practice 
instructions

● This is not a substitute for team trainings and 
preparedness practice that is needed to for all staff

● This is a starting point and a great tool in your kit to 
help your response team snap into action



DISASTER PLANNING

●

Basic Plan Template and Preliminary Questionnaire from American Institute for Conservation



Building Systems

AIC: Protecting Your Collections: Writing a Disaster Response Plan 

PREPAREDNESS STEPS

•Prepare immediate response summary & telephone tree  
•Assess collection assets & set priorities 
•Identify insurance & emergency funds 
•Purchase & distribute in-house supplies 
•Identify sources of supplies, services, experts 
•Document & distribute emergency procedures 
•Train staff



Building Systems

Council of State Archivists: Pocket Response Plan

POCKET 
RESPONSE 
PLAN:
Side A



Building Systems
POCKET 
RESPONSE PLAN:
Side A
Communications

1. Institutional Contacts
2. First Responders
3. Disaster Team
4. Facilities
5. Government Officials
6. Records Center
7. Mutual Aid Partners
8. Emergency Service Providers
9. Regional Preservation Services

10. Other Contacts
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Building Systems
POCKET 
RESPONSE PLAN:
Side A
Communications

1. Institutional Contacts- leadership, staff, volunteers
2. First Responders- firefighters, law enforcement, EMT
3. Disaster Team- will likely overlap with institutional contacts
4. Facilities- again, will overlap with above, if you have a facilities person
5. Government Officials
6. Records Center
7. Mutual Aid Partners- who else in your community or in a surrounding area
8. Emergency Service Providers
9. Regional Preservation Services- FIELD SERVICES

10. Other Contacts



Building Systems

Council of State Archivists: Pocket Response Plan

POCKET 
RESPONSE 
PLAN:
Side B



Building Systems

1. Print on a 8.5” x 11” sheet of paper 
2. Accordion fold along blue lines

Council of State Archivists: Pocket Response Plan

Assembly



Building Systems

1. Print on a 8.5” x 11” sheet of paper 
2. Accordion fold along blue lines
3. Fold along orange line

Assembly



Building SystemsEnds up being about the size of a credit card, hence the 
“pocket” response planAssembly

Council of State Archivists previously sold Tyvek folders for 
these plans, but you don’t have to use one of these. Tyvek 
is waterproof, which is why it is a good choice

I would put mine in my work badge’s clear plastic holder.



COMPONENTS OF 
RESPONSE 



Building SystemsPOCKET 
RESPONSE 
PLAN:
Side B

● General initial steps in 
response:

1. Recognize and define the 
emergency

2. Notify public authorities and 
first responders

3. Ensure all staff and visitors 
are safe

4. Activate Disaster Plan
5. Activate Disaster Team
6. Establish Communication 

with staff, public
7. Initiate phone tree

● Depending on the 
emergency, you may need to 
take other initial steps, or 
delegate these steps to say, 
turn off water, or shut off 
electricity



Building SystemsPOCKET 
RESPONSE 
PLAN:
Side B

● Next steps in response 
BEFORE beginning salvage:

1. Ensure all hazards are 
cleared before entry

2. Assess and document 
damage (generally)

3. Check critical information 
systems- are they 
functional/safe?

4. Maintain security
5. Stabilize the environment
6. Gather and implement 

emergency supplies*
7. Begin salvage

Salvage- activities to rescue or 
recover at risk collections and 
stabilize them, often moving 
them to a new location



DISCUSSION

What information or training would you want 

people to have if they are present, offering to help 

salvage? What requirements would need to be in 

place?
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Building Systems
POCKET 
RESPONSE 
PLAN:
Side B, 
Big 
Picture



Building SystemsPOCKET 
RESPONSE 
PLAN



DISCUSSION

If/when you have responded to an emergency or 

disaster in the past, how did events unfold…in 

what order. What worked and what did not?
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Building SystemsPOCKET 
RESPONSE 
PLAN:
Examples
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Building SystemsPOCKET 
RESPONSE 
PLAN:
Examples



BREAK (5 Minutes)
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EMERGENCY PLANNING
& PREPAREDNESS
ROLE-PLAYING SCENARIO



Egress and PPE

Ready.gov

Incident Command System

“Not all of the ICS positions need to be active in 
each incident. The ICS structure is meant to 
expand and contract as the scope of the 
incident requires. For small-scale incidents, only 
the incident commander may be assigned. 
Command of an incident would likely transfer to 
the senior on-scene officer of the responding 
public agency when emergency services arrive 
on the scene. Command transfers back to the 
business when the public agency departs.” 
-ready.gov



Egress and PPE

Adapted from Price and Wickens 2017

TEAM RESPONSE TO AN EMERGENCY

In the following activity, you will be assigned a role to play. We 
will take a few minutes to get acquainted to the institution and 
your role, and then together we will practice responding to an 
emergency.



Egress and PPE
The Pierce Museum and Library is known primarily 
for its collection of decorative and fine arts from 
around the globe. In addition, it takes great pride in 
its rare book collection on design, and displays select 
volumes regularly. The PML is responsible for 
approximately 100,000 objects in the museum 
collection and 200,000 volumes in the library. There 
are 30 galleries and rooms with about 30,000 square 
feet of exhibit and storage space. It is an old building 
dating from the early 20th century with numerous 
additions. There is a full-time staff of 60 and it is 
open to the public year round. The PML has an 
annual visitation of around 80,000 and depends 
heavily on admissions for its revenue. Many of the 
exhibits in the galleries are loan exhibits. 

SCENARIO: PIERCE MUSEUM AND LIBRARY

Adapted from Price and Wickens 2017

Joy of Museums Virtual Tours



Egress and PPEROLES: PIERCE MUSEUM AND LIBRARY

1. Facilities/Maintenance
2. Librarian
3. Curator 
4. Collections Manager
5. Director
6. Director of Finance
7. Human Resources
8. Head of Housekeeping
9. Director of Exhibitions

10. Director of Marketing
11. Director of Public Programs
12. Volunteer 1
13. Volunteer 2

Adapted from Price and Wickens 2017

Joy of Museums Virtual Tours



REFLECTIONS
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a. Were you surprised by anything? 
b. Was there someone who needed to be involved that you hadn’t 
anticipated would have a role in emergency assessment and 
response? 
c. Who should have been brought into the situation sooner? 
d. Was there anything else you should have done before starting to 
respond to the situation? 
e. What did you learn about what needs to be in place in order to be 
more prepared to respond to an emergency?



This project was made possible in part by the National Endowment for the Humanities.

Thank you! 

Marie Desrochers  |  mdesrochers@utah.gov 
https://artsandmuseums.utah.gov/utah-collections-preservation/
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